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CLEAN OUT YOUR FILES

The last issue of the Bupport Bulletin had an article on

the Public Laws which specify the types of Government records
that must be kept. Today we want to emphasize the other side
of the coin. Bome administrative paperwork, and uther office
material cen be destroyed without violating the law. The
destructlion or release of the items listed below can improve
the effleiency and economy of your operations, as well as,
release costly file sgpace. Naturally, any action will be
governed by your office needs and Recorde Control Schedule.
You may destroy:
1. 014 Pumphlets and Bulletins.
2. Obsclete telephone directories from government
Agencles,
3. City telephone books and yellow peges prior to
current one,
L. Agency and employee circulars and newslettereg of
transitory value,
5. Circulars, announcements, and advertisements of
events long past.

6. Lists and tables subgequently superseded.
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T. ©Obsolete or rescinded administrative and regulatory
issuances,

8. Obsolete catalogues.

9. Unused publications from govermment agencies
andmenufactursrs.

10 U.8. Govermment Organlzation Manuals prior to
present issue.

11l. GBA stores catalogues prior to current issue.

12. U.8. Qeneral Accounting Office non-current
salary tables.

13. Congressional Records (except tear sheets) prior to
current session.

14, Congressionsl Records Bummaries.

15. Congreseional Directories prior to latest igsue.

16. TFederal Reglsters (except tear sheets),

17, VUnneeded coples of legislative hearings.

18, 1Informetion coples of cables, telegrams, dispatches,
and memorandumg not part of officiasl files.

19, Drafts and working notes for completed reports
and staff papers,

20. Extrea copy Chrono or reading files more than
2 years old.

2l. Newspapers, magazines, and clippings no longer

uged or needed.
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22. Press notices snd relesses.

23, Extra or stock coples of documents and publications
no longer needed for distribution.

2k, Btenographic notebooks from which notes have been
trangcribed.,

25. Used hectographa, stenclls, and multilith msts
more than one yesr old,

26, Publicity and literature usad for past charity
drives and so forth.

27. Obsolete raillrcad, plane, and ship timetsbles,

28, 0ld price lists and catelogues.

29. VWorld Almenecs prior o current iazsue.

30, Obsolete blank forme. (8ee current Forms

Bupply Catalog. )
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CTHER FILE REDUCTION HINTS

Look for these ltems that can be returned for re-use:

L. Buoks and other reference material BEARING A
LIBRARY NUMBER/ﬁggibeing used currently.

2. Unneeded reference materials gathered for projects

now couwmpleted.

. Excess office supplles and forms.

£

Broken or excess office furniture and record equipment.

N
»

Several dupllcate sets of Regulstions in
one office,
6. Remove unclassified msterial from sefes and

vault areas,

Non-records material such as the foregolng may be
disposed of immedistely without concern. But, all your office
records require gerious attention, Approach your files
problems professionally. Be a manager. Don't charge at the
mounteln <f paper emotionally, scattering and destroying
according to today's whims. Besides breaking laws, you could
do more harm than good and inerease your future problems.
Instead, be officisl and systematic; follow these common

gense procedures.
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(1)

(2)

(k)

Appoint a Records Manager for your area. Each
Directorste has a Senior Records Officer. ZEvery
Component needs one too. He will be responsible
to control records crestion and schedule their
dlsposgitlon in your offilce.

Have him inventory your record holdings and plan
the periods for thelr active 1life cycle, their
inactlive gtorage, and eventual dlsposition.

Have the component Chief review hils Records
Schedule to ensure your offlce requirements.

It is not Aifficult to determine how long you
uge certain types of records in the offlce, how
much longer your operatlons might need to recsll
them from insctive storage, and spproximately
when yvou will no longer need them. Your Senlor
Records Officer will help. The Agency Records
Of flecer will review that Bchedule for Legal or
Archival requirements and aspprove it for imple-
mentation.

Then for years to come, without botherlng you your
clerical forece cen follow the 8chedule to carry
out your polleles and regularly destroy cbaolete

material and systematically transfer inactive files,.
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Your Records Officer not only will see that
your wizhes are cerried out in records dispo-
gition, he can provide similar benefits in
controlling the creation, storage, and retrieval
phageg in the 1life cycle of your office records.
Call your Directorate or Agency Records Manage-
ment Officer about establisghing or updating

a botal Records Progrsam end Records Control

Schedule in your area.
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